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Batching – Creating, Reviewing/Rejecting Claim Items from a Batch, Billing 

 
Creating a Batch 
 

When the generator is turned on, Encounters with 

an Active Authorization and a status of Released 

will be automatically batched. 

 

1. Getting here: Login, select the Facility, click 

Agency, Billing, and click Claim Item List on the 

navigation pane. 

 

2. The Item Status will default to Released. Click 

Create Batches. 

 

NOTE: to search by a date range, use a colon 

between the date (1/1/2013:1/31/2013), to 

search for encounters prior to a date use < 

(<1/1/2013), to search for encounters after a 

date use > (>7/1/2013). 
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3. Select the Available Plans and click the Top 

Arrow to move the selected plan(s) to the 

Selected Plans box. 

 

4. Click Go.  

 

5. The claim items for the selected plans are being 

batched. Click Claim Batch List on the 

navigation pane. 
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Reviewing/Rejecting Claim Items 
from a Batch 
 

6. On the Claim Batch List, select the Status of 

Released and click Go. 

 

7. Click Claim Items to review the individual claim 

items in the batch. 
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8. Click Profile to review the individual Encounter 

note. 

 

NOTE: only billing information can be viewed. 

 

 

9. Click Finish. 
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10. Check the box next to the Claim Item to be 

removed from the Batch.  

 

NOTE: claims rejected from a batch will have 

the status of Awaiting Review. Claims with this 

status must be individually reviewed and the 

status must be changed to Released before 

they can be batched at a later date. 

 

11. Click Remove From Claim Batch. The Claim 

Item is removed from the Batch  
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Billing Claim Batches 
 

12. Click Profile. 

 

13. Click Bill It under Administrative Actions.  
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14. The status of the Batch is Billed. Click Finish. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


